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GUNFIDER TR
STATUS GF VITAL DOCUM:NTS PHOGRAM

The following information relstive to the current status of the
vital documents program was obtained ihe Advisor for Management from
25X1 I_S [Chief CIA Libe hdministrative 25X1
ervices and from 2 meeting with the vital documents ;rogram officers of
each CIA office,

1. Current Status

(a) Initial Project

{1} Comploted August 1950

(2) All offices are 10Cf complete oxceyt oCI - 108
compleate. Can be 100f complete to date within
ons month, York will be started as escon as storsgs

space for material is avallable in repository.

Graphics Reglater = 500,000 framcs to ‘e mioro-
filmed, Approximste time recuired to complete =
six month's using cne camera,

OMRM:p = Twelve map cabinets eontaining vital

documents and mep negatives of [  |program have 25X
been retsined in vashington pending completion of

permanent repository.

{b) Material Produced Currently

Since August 1950 each office has contributed on a
perivdlic basis as follows;

{1) 411 CIA produced material ie forwarded to the
repository on a monthly basis,

{2) Material from I & 8, 050 end OCD is forwarded
month

(3 Gevcrt Fersonnel records ars forwsrded on a
monthly basis,

{L) Overt Fersonnel records are forwarded on a
quarterly basis. Arrangements have been made to for-
ward these records on & monthly basie.

(5) Comptroller's Cffice forwasrds its materisl each

quarter,

(6) Office of Operations torwnrda its material esch
Quarter.

{7) Ayl other offices forward materisl when deemed
necessary.
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2. Schedules ‘ G’H{{%‘,}Zw L
(&) Thers are no VD forwarding schedules established for
opersting and mdmiristrative divisions within an office. Juch schedules
should be established and the Vi officer for esch office should check
those divisions whieh do not sutmit materisl on scheduled dates.

() YD officers for each office have been requested to advise
the Advisor for Manegement of those documents or classes of documents
which should be forwarded to the repository on & daily or weekly basis,

3., Withdrawal of Stored Material

(a) Since established procedures require coples of original

documents to be forwarded to the repository, it is rarely nscessary to
vithdraw stored materials.

{b) The recent withdriwal of stored 558 and Finance Cffice Cj‘w‘"
resords for purposes of consolidation of those records under the Comp=
troller is only cess where this has been necessary.

{e) Poliay statement on future withdrawals should be obg?ina':}{\//

ﬁl}; 0)';“'"""‘ 5 LM;,,,»,, ;"j_) é"‘ﬁhﬁ Fpme——

L+ Replscement of Material Joow et

Certzin documents are scheduled for replacement on a pericdic
bagls to conserve file spsce. This operaticn do#s not present a problem
but it wo.ld bs sdvisable at this time to review the list of documenis
involved and their replacement avhedules to determine if any changes
should be mede, .

S, Microfilming of Hecords om @ Monthly or Weekly Basis.

TAR A lists the offices znd divisions whish are microfilming certain
of thelr vital documente for storage. ixcept for Oraphic Reglster, och,
Procurement Division and the Office of Special Operations, the initiasl
microfilming projects were 100% complete ar of October 1950, The schedules
%o mtorofilm vital documents produced on & current basis vary from a
daily operation to once each six months. In order to reduce the time lapse
to 8 monthly or weekly basis, it has bmen estimated thet four Rotary
Camerss, 16 mm, one Diebold Camera, 35 mm, and four operators in additicn
to the present eguipment and persormel available for this work would be
required,

Further study will be given to this protlem %o determine if personnel

-fe
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assigued to the offices involved in the program cannot perform the
misrofilming work thersly obliviating the need to employ additional
p‘ml. '

€. HRecommendations
It is recommended thati:

(8} the position estxblished for the CIA VI offieer 05-12
in the Administrative Sorvice Cffice, be filled as scon as ;osslible and
the future incumbent be clesred to handle 75 Covert as well as Overt
material; and that he he assigned complste suthority and responsitdlity
to establish and cperate a cemntralised progrem and that his suthority and
responsibility to clearly ocutlimed to all CIA offices. Cn

(b) A custodial position he establi-hed at the finsl re- ' K
pository and that the sventual incumbent be clsared to handle both TS o
Covert and Overt material. et

,\}}

(e) Work on the final repository be stsrted as soon ss possible
since (1) the interim repository cennot sccompodste additional materisl (2)
gorrosicn and deterioration of szfe files cannot be successfully arrested
in the prusent location. ‘ Pres

{4) The final repository be constructed to provide proper giw
vontilating and hesting facllities to pre ent possible deterioraticn of
stored meterial and sdequate electiric power facilitics be provided for

" the operstion of I¥¥ and other types of machines. g
"

(e} The present list of "vitsl"™ documents be reviewed to
determine 1f any should be dro;yed from the list amd if thers are documents
not listed which should be defined 28 "vital® and added to the list.

Ny

(£} Sehedules for submitting materiel to VL officers within a o
sach office and to the CIA VD Officer be established and closely con- e
trolled. Cv

oﬁ'

-

(@) The micrcfilming of the backlog of documents which
ghould have been included ir the "initial project” bLs accomplished as
soon as possible,

-hu
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PROGRESS SUMMANY OF VITAL DOCUMNTS

Office or Division

0Ch, Biogrerhic Register
0CD, Graphics Heglster
0CD, Industrial Reglester
ot

Legal 8taff

I&%5S v
Comptrollerts Office
Personnel Pivision
Procurement Dyvision

ORE

ORR - Map Intellience
oc/c

080

orc

Acvisor for Kanagement
oCI

KICROPILM VYROGRAM

Initis) Project

100%
15%
100%
1008
100%
100%
100%
100%
o3
100%
100%
100%
0%
100%
1008
10%

Adm. Services {Real Estate Contract
: Division) 1008

«

#  After initiel project

is completed,

BURFIGENTIAL

Feriod br Microfilming

Kew Material

& monthe
#{ months

6 months

When necessary

¢ months

é months

When necessary
#Dally

When necessary

“heén necessary

When necesssry
#Dud ly

4 months

when necessary
#Monthly

¥hen necessary

SYHNGENT M
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